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7.ACTION REQ UESTED - _ B

_a_‘. FSTABLISH DISPOSITION STANDARD D DISPOSE OF PREJSENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE.

NO FURTHER ACCUMULATION A_NTICIPATED.

S

B.Earliest & Latest |[9.Exact Series Title S
Dates of Series - (Agengy-wide Commcn Standard)

See attached sheet

[O‘Hhat is the function of the office in which thls record series is created?

The Division of Administration is responsible for pmvn.dmg administrative Sl.IppOl"t for'
the Department. This includes general accounting servn.ces, development of management
systems, budget development and management, personnel admmstratlon and data pmces.,mg
coordination.

Personnel Services Unit has the respmsibility to provide comprehensive personnel adnu'nis-
tration, payroll, and travel audit and reimbursement services to the various organizational
units of the Department of Human Resources. This shall include the provision of necessary
technical and professional services in the areas of organizational development; position
classification and compensation; wage and salary administration; employee recruitment, place-
ment and selection; employee grievance and appeals resoluticn; career development and
counseling; personnel trensactions and records maintenance; payroll administration and re-
porting: and travel and related expense auditing, reirrbur"sement, and records maintenence.

Ll.This file contains the following documents (include form numbers and titles, if any,
and f11e arrangement) ‘ _ .

See At'tached Sheet

ATTACH SAMPLES OF THE FILE '

i

= .
1: - EQuUTpNERTY ASCHPIPD M. of Dreavera Cu. fv. of Rerords Bo. of Drawerw Cu. PL. of Recnrde
- . " s
. . ARRUAL RaTE OF lCCUqUL.I'I'Iﬂl — - -
Lettor-alor File Dravers : . : -~ - R L & _ b ‘:_ x
. ) sk N
. - . | T Orfterlal tn Morsge Areacas’
1{.:!--“0 Flle hravers . - N = = Ficor Sgpuce Ocrupl quare Peat) — -
B X oo P ‘ )
- ?—1-— £
- (3% ] lLant Trerraihg@ AL U'r1ar
e C Tear's Tear'a Year's Yeare:

Varies for each personn¢l office infDHR-

AVERACE DALY REFERRNCER

.‘l.n AR-30.13 - ~ RN _ T

[—




AT

N

Mt i i

R—— s N
QUESTIONNAI RE Place & "=" ta \he proper relush. If andver Lo "TES,” plessr enplatn -?_—:S .- Na
13. Is this the Record Copy of the series? 1Y 1 1.
1k, Is there 8 duplication of this series in another office or agency? A1 1 ]f
15. Is the lnfonmatlon contained in this series ever summarlzed or published’ L) ).
Attach copy of sunmary or publicatlon. o -
16, Does the seriés contaln classified information requirlng security handling? [ ] [ 1.
17. Does the series initiate, amend or terminate agency policies and procedures? [ ] [1]
18. Could the function be performed if the files were lost or destroyed? [ 1 ( ]f
!19}_Is the series (or major portion of it) regularly microfilmed? If yes, why? (1 [}
20. Does the record series provide data as input to an EDP file? {1 (13
‘éi.’Does the record series’ contaln documentation produced as EDP printout? [} [1-
'22. Has the Federal Government issued instructions governing the retention/dlspo- L1 (1
51t10n of these flles*‘ : - :
23. wlll,there be a néed for these.records 10, 15 years from now? If yes, wvhat? [ 1 [ 1.
2L. REQUIREMENTS. The following requires the flles to be kept __years:
a.[]STATE - b.[]STATUTE OF c¢.[]AUDIT  d. []FEDERAL e.[ JADMINISTRATIVE f.[ JHISTORICAL
" LAW . LIMITATION .- PERIOD - LAW : - DECISION . VALUE o
L (Cite Law, Statute, or other reason for the rctention requirement)
25, AGENCY RECOMMENDATIONS. This agency reeoﬁmends that the file series be cut off ab the end .
of each -(]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then:
.[ ] Hold in the current files area . month({s)/ year(s)
[ ] Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s)
f ] Destroy. .
[ ] Transfer to State Archives for permanent retention.
[ ) Destroy immediately after cut-off. ‘
[ 1 Other: (Specify) : i
]
- (Indicate briefly rationale for recommendations above/or write additional vemarks):
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Appl
No.

1.

75-\6

75-117

[vs-us_

4,
75-19

PERSONNEL. SERVICES UNIT

Description

Position Number Files

Docurments relating to maintaining a
continuirg listing of job position
nurbers.

Included are listings containing job
position number, job title and data
relating to positions. Listings exist
in various forms such as logbooks,
registers, card files, ete.

. Files are arranged nmner'lcally by

position number.

. Job. Description Files
Documents relating to maintaining job

descmptlons of allocated positions,

Included are job descmptlon for'ms
1dent1fymg job title, position number,
duties and re5ponsn_b111t1es and other
data relating to the posi‘tion.

Files may be amwanged‘ alphabetically by
job title or numerically by position
number. ‘

Organizational Job Description Files
Docurents relating to maintaining a
recerd of positions in each organizational
unit.

Included may be organizational chart,

- functional statement, job description

and related documents,

Files are arranged alphabetlcally by
major organizational unit; thereunder by
subordinate unit.

Job Standards Development Files
Documents relating to developing class-
ification or qualification standards for
job positions.

Included are drafts of job sPeéifications,
correspandence to job development and
related docunc.its.

Disposition

- Destroy when obsolete or

superceded.

Destroy when job description is
superceded or position is
abolished.

' Destroy when obsolete or siper-

ceeded.

Destroy upon completion of job
standard or when project is

' discontinued.




75-120

75-124

Files are arranged alphabetlcally
by job title.

Merit System Certificate of Ehp_bles
Reference File

Documents relating to maintaining a
reference listing of persons elibible
for employment.

Included are copies of Merit System
Certificate of Eligibles (MS 41-31)

Files are arranged chronologically by

-date.

Consultant Data Files

Documents relating to maintaining data
on private individuals or companies
hired as consultants by the Department.

Included are documents reflecting the
names, designations, rates of campen-
sation, duties and number of days of
service by consultants, copies of person-
nel actions, description of services to

* be performed and other related documents.

Files are arranged alphabetically by
consultant's name.

Destroy upcn receipt of new
listing.

Upon termination of employment
remove from active file and place
in inactive file; cut-off inactive
file at the end of each calendar
year; hold in current files area
for 3 years:; then destroy.
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ESTABLISH DISPOSITION STANDARD; DISPOSE AOF PREGENT ACCUMULATION: )
RECORD WILL CONTINUE TO ACCUMULATE. NO FUB HER ACCUMULATION ANTICIPATED.

"8 .Earliest & Latest |9.Exact Series Title /
Dates of Series _ ‘
See attached sheet

1O’What is the function of the office in which this reford series is created’

The Division of Administration is responsible fg provn.d:mg administrative suppoz*t for
the Department. This includes general accountjfg services, development of management
systems, budget development and management, pérsonnel adnxinistration, and data processing
coordination. '

Personnel Services Unit has the responsifAlity to provide comprehensive personnel adminis-
tmtion, payroll, and travel audit and Aeimbursement serwvices to the various organizational
units of the Department of Human Resoyfces, This shall include the provision of necessary
technical and professional serwvices the areas of organizational development; position
classification and compensation; wgfe and salary administration; employee recruitment, place-—
ment and selection; employee grieyance and appeals resclution; career development and
counseling; personnel transactiqris and records maintenance; payroll administration and re-
porting; and travel and related’ expense auditing, re1ﬁbursement and records maintenence.
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13. Is this the Record Copy of the series? L1
14. Is there a duplication of this series in another office or agency? , [} I
15. Is the information contained in this series ever summarized or published? [y 1

Attach copy of summary or publication. ‘
16. Does the seriés contain classified information requirlng security handling? [ 1
17. Does the series ihitiate, ‘amend or terminate agency policles and procedures? I) 11
18. Could the function be performed if the files were lost or destroyed? D |
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 17 [1
20. Does the record series provide data as input to an EDP file? 1 (1
21. Does the record series contain documentation produced as EDP printout? [1 I
22. Has the Federal Government issued instructions governing the retention/dlspo- {1 { l

51t10n of these flles’_ - S o '
23. Will there be a need for these.records 10, 15 years from now? If yes, what? = [ ] !

ok, REQUIﬁENENTS. The following requires the flles to be kept _Years:

a.[ ]JSTATE - b.[]STATUTE OF - c.[]AUDIT - d. []F’EDERAL e.[ JADMINISTRATIVE f.[]HISToRICAL_
© LAW - LIMITATION PERIOD . 1AW DECTSION VALUE
: ' (Ctte Law, Statute, or other reagon for the PFfthiOﬂ requirement)

of each -[]CALENDAR YEAR -[]FISCAL YEAR -[]O‘I‘HER ,then:

{ ] Hold in the current files area . month(s)/ year(s):

[ ] Transfer to [ ] State Records Center [ ] Local Holding Area, hold _year(s):
[ ] Destroy.

[ ] Transfer to State Archives for permanent retention.

[ ] Destroy immediately after cut-off.

[ ] Other: (Specity)

(Indicate briefly rationale for recommendations above/or write additional remarks):

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

. 3 L e _
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26. Recommendations|Agency Head/Designee
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- BAttorney General/Designee ' ‘
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PERSONNEL SERVICES UNIT

Description

‘Position Number Files

Bocuments relating to rramta:.nm;r a
continuirg listing of job position
nurbers.

Included are listings containing job
position number, job title and data
relating to positions. Listings exist
in various forms such as logbocks,
registers, card files, etc.

- Files are arranged rmmerlcally by

position number.

~ Job Description Files

Documents relating to maintaining job
descriptions of allocated positions.

.Included are job description forms

identifying job title, position number,
duties and responsibilities, and other
data relating to the position.

Files may be arranged alohabetlcally by
job title or numerically by pOSl'thl’l

number.

Organizaticnal Job Descrlgtlon Flles

" Docurents relatlng to maintaining a
~ record of positions in each organizational

unit.

- Included may be or-gamzatlonal chart

functional statement, job descmptlon
and related documents.

Files are arranged alphabetically by
major organizational unit; thereunder by
subordinate unit.

Job Standards Development Files

- Documents relating to developing class-
Jification or qualification standards for

job positions.

Included are drafts of job specifications,
corresponden.y to job development and
related documents,

Disposition

- Destroy when obsolete or

superceded.

Destroy when job description is
superceded or position is
abolished.

' Destroy when obsolete ar super-

ceeded.

Destroy upon completion of job
standard or when project is
discontinued.




Files are arranged alphabetlcally
by ]Ob title.

Merit System Certificate of Eligibles
Reference file |
Documents relating to nﬁmtalmng a
reference listing of persons ellblble

for employment.

Included are copies of Merit System
Certificate of Eligibles (MS 41-31)

Files are arranged chronologically by

-date.

Consultant Data Files
Documents relating to maintaining data
on private individuals or companies

" hired as consultants by the Department.

Included are documents reflecting the

" names, designations, rates of compen-

sation, duties and number of days of
service by consultants, copies of person-
nel actions, description of services to

* be performed and other related documents.

Files are arranged alphabetically by
consultant's name.

Appeal and Grievance Case Fi
Eguments relating to main

of employee grievances

delivered, including
ce comnittee; review
decisions; other related documents.

Files arranged alphabetics;lly by

"year; hold i

“Destroy upon réceipt of new
‘listing.

Upon termination of employment
remove from active file and place
in inactive file; cut-off inactive
file at the end of each calendar
year; hold in current files area
for 3 years; then destroy.

When case is finalized remove
from active file place in
ingctive file; opf off inactive
file at the of each calendar
current files area
retire to State
Please Note: Case -
file wi/ll be sealed in envelope

ed confidential.




